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1. ARIMS Overview 
 
ARIMS was designed to provide enhanced capabilities for tracking documents stored in 
the Army’s Records Holding Areas (RHA).  The functionality of the entire system is 
focused on minimizing the workload for the Garrison personnel, Installation records 
managers, and RHA personnel. 
 
Between now and the year 2005, ARIMS is projected to store about 907 million e-mail 
messages, 3.5 million index entries for paper records, about 146 million electronic files, 
2.4 billion AIS records and an unknown quantity of multimedia files. 
 
The purpose of this user manual is to define the key design features of ARIMS to give the 
user a better understanding of how to navigate and operate the system.  The manual is 
divided into sections, each one dealing with a specific ARIMS module so that it will be 
easier to understand.  Each section of the user’s guide has a series of example screens for 
demonstrating a capability or functionality. 
 
If you have any questions concerning any of the modules, please feel free to e-mail us at 
RMDA with your question. 
 

mailto:info@rmda.belvoir.army.mil
 

2. System Requirements 
ARIMS is a web-based toolset to help action officers, records managers, and records 
administrators manage official records and important decision documents that have been 
deemed vital to the U.S. Army.  ARIMS basic components; Introduction, Records 
Retention Schedule – Army (RRS-A), Help, and Registration, were designed for 
Microsoft Internet Explorer 5.0 and Netscape Navigator 4.6.  The advanced tools are 
primarily designed for records managers and administrators and require rich 
functionality.  These tools are designed for Microsoft Internet Explorer 5.5 or higher to 
deliver the functionality. 
 
3. ARIMS Security and Roles 
ARIMS preserves the security and access to an individual’s official records to prevent 
unauthorized access to sensitive or Privacy Act information. 
 
Security is determined by the user’ role in ARIMS assigned by his/her unit’s supporting 
records administrator.  Each user in ARIMS is assigned one of four possible roles: 

• Action Officer – An action officer is any individual who creates official records 
on behalf of the Army.  The action officer has the capability to search the Army's 
office record instructions to help determine if a document is an official record, 
create a draft Office Records List (ORL) to be maintained for each office symbol 
within a unit or organization, submit records to a designated records holding 
facility, search for and request records in ARIMS.  The action officer has the 

________________________________________________________________________
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ability to create, modify, and use an ORL for an office symbol within a unit.  The 
action officer can also view all records submitted to ARIMS by his/her unit.   

o Note: The ORL is a list of the retention instructions (record numbers) that 
are being used within a particular office.  Each ORL is identified by the 
office symbol of the office creating it.    While the use of an ORL is not 
mandatory, its use can streamline the records management process for the 
units and records managers.  Also, some features of ARIMS require an 
ORL in order to use them; for example, printing labels. 

• Records Manager – A records manager is someone who manages records on 
behalf of the unit.  The records manager is usually the individual responsible for 
managing the servicing records holding facility.  The records manager can 
create/approve ORLs on behalf of a unit or organization it supports, capture and 
index AO folder information for entry into the master index of ARIMS, define 
record locations with a holding facility, approve/deny record requests submitted 
to the records manager, and track records that have been transmitted from a 
holding facility.  The records manager can also view all records of units or 
organizations he/she supports and receives and processes all requests for hardcopy 
official records and/or access to electronic records.  Additionally, the records 
manager is responsible for the transfer of permanent records for his/her 
supporting units from ARIMS to NARA. 

• Records Administrator – The records administrator has the responsibility for 
records management at the MACOM level and issues instructions and guidance to 
the installation/unit records managers within his/her area of responsibility.  The 
records administrator has the ability to create, modify, and approve ORLs for all 
units within the MACOM he/she supports and can view all records for every unit 
within the MACOM.  The records administrator can, when necessary, process all 
requests for hardcopy official records and/or access to electronic records under 
his/her responsible area. 

• System Administrator – A systems administrator provides user account support, 
updating of reference data used for ARIMS interface, and other miscellaneous 
activities to maintain ARIMS.  From a records management perspective, the 
system administrator role has the same access as an action officer. 

 
4. ARIMS Base Functionality 
ARIMS basic components consist of Introduction, Records Retention Schedule – Army 
(RRS-A), Help, and Registration and are accessible to the public Internet community.  
These components describe the purpose and functionality of ARIMS; allow queries 
against the Army’s published record instructions; online help describing the functionality 
of ARIMS; and a registration wizard for Army personnel who require access to the 
ARIMS records management toolset. 

4.1 Department of Defense Notification  
Upon entry into ARIMS, the user is presented with the required Department of Defense 
notification before allowing access to the main site.  The user accepts the terms and 

________________________________________________________________________
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conditions by clicking the hyperlink at the bottom for the page, as shown in Figure 1 
below. 

 
Figure 1.  DoD Notification 

4.2 Public Home Page 
The public view of the ARIMS home page provides the guest with introductory 
information about ARIMS and the public-only modules.  This page is accessible from 
any other module by clicking on the “Home” tab at the top of page to quickly return the 
home page of ARIMS.  The footer at the bottom of the page, seen in Figure 2, provides 
quick launching points to other important Army information sources and can be found on 
most pages in ARIMS. 

________________________________________________________________________
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Figure 2.  Public Home Page 

4.3 Records Retention Schedule – Army (RRS-A) 
Records Retention Schedule - Army (RRS-A) allows all users to search the Army 
Records Retention Schedules and is a component of the Army Records Information 
Management System (ARIMS). The Records Retention Schedules reflect all National 
Archives and Records Administration (NARA) approved retention and disposition 
information for Army records.  

4.3.1 RRS-A Main Search 
The main search page for RRS-A gives users the choice of either searching by keywords, 
a particular record category, or by a particular prescribing directive (Army/DoD 
regulation, PAM, etc.).  In the string search, you can filter by type of record (event or 
non-event, permanent or temporary, or transfer/keep records).   

________________________________________________________________________
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To perform a keyword search in RRS-A, the user types in a keyword or phrase into the 
textbox and clicks the “Submit Search” button at the bottom of the page.  Select any of 
the types of records if you wish to limit the results to a particular record type.  In Figure 3 
below, RRS-A will perform a search for all instructions containing the keyword “police”.   
 

 
Figure 3.  RRS-A Search 

To search for a particular prescribing directive, type the number of the Army or DoD 
regulation, PAM, or other directive into the textbox and click the “Submit Search” button 
at the bottom of the page.  For example, entering “25-400-2” will search for all 
instructions pertaining to the Army Regulation 25-400-2. 
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If you wish to see all instructions for a particular records category, just select the record 
category from the dropdown window and RRS-A will return all instructions for the 
particular record category. 

4.3.1 RRS-A Search Display 
Once you perform your search, you will see a page similar to Figure 4.  This page 
displays all of the instructions that match your search criteria.  You can also sort by the 
table rows by clicking on a column header and the results will be re-sorted.   
 

 
Figure 4.  RRS-A Search Results – Summary 

For example, to sort the results by duration, simply click the “DUR” column name and 
the results will be re-sorted in ascending order.  If you click the “DUR” column again, the 
results will be re-sorted by descending order.  This is particularly helpful when searching 
for a particular record number.  For searches that return numerous matches, you can page 
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through the results by clicking the “Next” and “Previous” links located at the top and 
bottom of the screen. 
 
You have the option of further refining the results of your search by performing a search 
within your results as seen in Figure 5.  In this example, the keyword “ammu” was typed 
into the “Search within Results” textbox and the search was submitted by clicking the 
“GO” button.  The refined search is displayed next to the “GO” button for reference when 
the search is completed and results returned. 
 

 
Figure 5.  RRS-A Search - Refined Results 

4.3.2 RRS-A Advanced Search 
ARIMS also offers an advanced search option for users who have specific search criteria 
as seen below in Figure 6.  This search would be used when you know specific 
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information about what you are looking for, such as the file number, Privacy Act 
Number, etc.  This search option allows you to specify detailed criteria that will result in 
only the records meeting your criteria being displayed.  Searches are performed by 
Record Number (e.g., Marks File number), Record Category, Record Title, Privacy Act 
Number, Disposition Authority, and can be filtered by record type. 
 

 
Figure 6.  RRS-A Advanced Search 

 
The advanced search option of RRS-A will refine your search more efficiently than the 
main search, but only if you know the exact criteria for which you are searching.  It is 
recommended that the main search function be used if you are not familiar with particular 
information about instructions and are looking for instructions based on a concept or 
keyword. 
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4.3.3 Instruction Detail 
Often the user needs further information about a particular instruction.  The Instruction 
detail screen gives a vast amount of information that is not given in the RRS-A summary 
search screen.  All information about a particular instruction is found in the detail screen.  
Detailed information is available for each instruction by clicking on the Record Category 
hyperlink for the given instructions as seen in Figure 7.  You have the option of scrolling 
through the detailed results of your search by clicking the “Next” and “Previous” buttons 
or performing another. 
 

 
Figure 7.  RRS-A - Instruction Detail 

You also have the option of printing the instruction by clicking the blue print link at the 
top of the page. 

4.4 Help  
ARIMS includes an online help area dedicated to assist users with questions about 
functionality.  

________________________________________________________________________
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4.4.1 ARIMS Help and Frequently Asked Questions 
The ARIMS HELP and FAQ page provides answers to some of the Frequently Asked 
Questions that might arise while navigating ARIMS.  This area provides information 
about ARIMS, how to access ARIMS, what to do about forgotten passwords, etc. as 
shown in Figure 8.  The user can click on a hyperlink at the top of the page to navigate to 
the desired information. 

 
Figure 8.  ARIM Help and FAQ 

4.4.2 Contact Us 
The Contact Us page permits the user to submit comments about ARIMS, document 
errors, or propose enhancements to the ARIMS development team.  The user need only 
supply an e-mail address (for contact purposes), Army status, and comment to ARIMS as 
shown in Figure 9.  All other information is optional.  The information is captured and 
forwarded via e-mail to the technical support team for processing.  A typical response 
time for a comment should be less than three business days. 
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Figure 9.  Contact Us 

4.5 ARIMS Login/Logoff  
To gain access into the suite of tools in ARIMS, a user must have requested an ARIMS 
user account and been granted a defined role by his/her records administrator.  Once this 
process has occurred, the user will be given a user account and password to log into 
ARIMS. 

4.5.1 Login 
To log into ARIMS, simply click the “Login” button at the top and a login page is 
displayed, as seen in Figure 10 below. 

________________________________________________________________________
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Figure 10.  ARIMS Login Screen 

4.5.2 Password Hint 
In the event you forget your password, ARIMS has the capability of sending you the 
correct password for your user account.  Click the “Forgot Your Password” button and a 
screen appears where you can input your username and email address seen in Figure 11.  
When you click the “Submit Your Form” button, ARIMS will check in its user database 
for a match of the user name and e-mail address.  If a match is found, ARIMS will e-mail 
your username and password to your e-mail address stored in ARIMS. 
 
 

________________________________________________________________________
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Figure 11.  ARIMS Password Hint 
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Note: It is important to keep your e-mail address current in ARIMS.  Your e-mail
address is used for a variety of activities such as record transfer/destruction
notifications, dispositional changes to your records, profile changes, ARIMS
enhancements, etc.  IF YOUR E-MAIL ADDRESS CHANGES, CHANGE YOUR
E-MAIL ADDRESS FOR YOUR USER ACCOUNT ASAP.  This will ensure that
your records are being serviced properly and accurately. 
.5.3 Logout 
o exit an ARIMS session, simply click the “Logout” button at the top of the page as 
hown in Figure 12 below.  This will close your session and return you to the public view 
f ARIMS.  It is a good practice to close your web browser after ending a session to 
nsure no information may remain in your browser’s history. 

_______________________________________________________________________
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Figure 12.  ARIMS Logout 

4.6 New User Registration 
ARIMS requires new users to register for ARIMS access and security privileges.  It is 
during this registration process that a relationship or hierarchy is determined for a user, 
what office symbol and unit he/she belongs, which records manager or Records Holding 
Area (RHA) services the user’s records, and which MACOM provides records 
management guidance and direction.  The introduction page alerts the user of the DoD 
system warning.  Click the “Continue New User Registration” button, as seen in Figure 
13 to begin the registration process. 
 

________________________________________________________________________
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Figure 13.  ARIMS New User Registration Introduction 

4.6.1 Unit Search 
As shown in Figure 14, you are asked to provide your Unit Identification Code (UIC) or a 
keyword for your unit name.  After you have entered this information, click the “GO” 
button to move to the next part of the registration. 
 

________________________________________________________________________
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Figure 14.  ARIMS Registration - Unit Search 

A list of units matching your search criteria is displayed for you to chose the correct unit.  
Figure 15 illustrates an example of a search result. 
 

________________________________________________________________________
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Figure 15.  ARIMS Registration - Unit Search Results 

If you need more information about a particular unit, click the unit name and a screen 
with unit detail appears in another browser window as seen in the Figure 16 example.  
Check the correct unit and hit the “Submit Selected Unit” button.   

________________________________________________________________________
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Figure 16.  ARIMS Registration - Unit Detail Screen 

4.6.2 Identify MACOM 
If an office symbol/unit/RHA/MACOM relationship has not been established in ARIMS 
for your particular unit, a wizard-like series of screens appear for you to establish the 
relationship as seen in Figure 17 and Figure 18. 
 
If an office symbol/unit/RHA/MACOM relationship is already established in ARIMS for 
your particular unit, the User Profile page appears as shown in Figure 19.  If you are 
presented with this screen, skip the following instructions and proceed to Section 4.6.4 
New User Information. 
 
From the list of MACOMs, select your MACOM by clicking in the checkbox and 
clicking the “Submit Selected MACOM” button to continue.  If you need to see more 
detailed information about the MACOM, click on the MACOM name and another 
browser window appears with detailed information about the MACOM. 

________________________________________________________________________
Daston Corporation 18 February 2002 



  ARIMS Version 1.0 
  Records Manager User Guide 
 
 

 
Figure 17.  ARIMS Registration - MACOM Selection 

4.6.3 Identify Servicing Records Holding Area 
Lists of servicing RHAs that support the MACOM selected appear in the next screen as 
shown in Figure 18.  Again, click the RHA to select the servicing RHA for your unit and 
click the “Submit Selected RHA” button to continue.   
 
If you need to see more detailed information about the RHA, click on the RHA name and 
another browser window appears with detailed information about the RHA. 
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Figure 18.  ARIMS Registration - Records Holding Area Selection 

If you are unsure which RHA services your records or believe your servicing RHA is 
missing from the list, you can select the “I Don’t Know” option and the relationship will 
be evaluated by the Records Management and Declassification’s (RMDA) ARIMS team 
for clarification.   

4.6.4 New User Information 
Once you have established or created your unit information, you will need to provide 
information about yourself as seen in Figure 19.  ARIMS uses this information as point of 
contact data for automated notifications of several milestones your records may reach 
during their retention lifecycle. 
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Figure 19.  ARIMS Registration - New User Profile 

 
If your unit does exist, you will be taken directly to New User Registration form.  The 
Office Symbol field may be populated with existing office symbols created by previous 
users in your unit.  If your office symbol does not appear, you have the capability of 
adding your office symbol by clicking the hyperlink. 
 
5. ARIMS Core Tools 

5.1 RM - Assist 
 
RM Assist sub-system is comprised of two (2) major components, RRS-A and ORL.   
Records Retention Schedule - Army (RRS-A) allows all users to search the Army 
Records Retention Schedules and is a component of the ARIMS.  The Records Retention 
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Schedules reflect all National Archives and Records Administration (NARA) approved 
dispositions for Army records. 
 
The ORL is a sub-system that allows both the authorized user from the unit and the RHA 
the ability to create ORLs for units.  The ORL will be tracked at the office symbol level.  
This process is accomplished by linking items from the Army Retention Schedules to the 
Office Symbol as a basis for the types of records that a unit will generate. 
 
Figure 20 shows the introduction page to RM Assist. 
 

 
Figure 20.  RM Assist Introduction 

RRS-A is the sub-system that is available to both authorized users of ARIMS and 
members of the general public.  This sub-system will allow all users to search the Army 
Record Retention Schedules as documented in Section 4.3 Record Retention Schedule - 

________________________________________________________________________
Daston Corporation 22 February 2002 



  ARIMS Version 1.0 
  Records Manager User Guide 
 
 
Army.  Additional functionality is available to selected RMDA personnel, which allows 
them the ability to update the Army Record Retention Schedules based on NARA 
approved dispositions. 

5.1.1 Office Record List Module 
 
The ORL is a sub-system that allows both the authorized user from the unit and the RHA 
the ability to create ORLs for units.  Use of the ORL as part of a unit’s standard record 
keeping procedures can greatly reduce the amount of effort required to service and 
maintain official records.  The ORL provides ARIMS key information about the types of 
records created for a particular office symbol, when records were created (based on the 
when the ORL was created), how long the records are to be serviced, and, if necessary, 
destroyed or retired to NARA. 
 
If the action office or unit user creates the ORL, the RHA Records Manager must 
approve the ORL before the unit can use the list.  If the RHA creates the ORL, the ORL 
will need to be reviewed and approval granted by the Records Manager.  Once the unit 
has an approved ORL, a set of barcode labels can be generated for the unit’s use.  These 
barcode labels are to be placed on expandable folders/boxes in the unit’s filing area for 
future records collection by records managers. 
 
To enter the ORL sub-module, click the “Go to Office Records List” button as shown in 
Figure 20. 
 
The next screen that appears contains all ORLs available to the user based on his/her 
ARIMS role.  In Figure 21, this is a typical view of a records manager ORL list.  Notice 
the user cannot change the MACOM and RHA information.  This illustrates that users 
cannot access other areas beyond the defined hierarchy in ARIMS.  This user is a records 
manager for Springfield RHA and can only access ORLs and records for the units he/she 
services.  This user cannot service other units that belong to other RHAs within 
TESTCOM MACOM or other MACOMs within the Army.  For an action office, the 
screen would allow viewing of other ORLs within the unit and modification of ORLs for 
the particular unit. 
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Figure 21.  RM Assist - ORL Introduction Page 

5.1.2 Creating an ORL 
In order to create an ORL, the user must first select an office symbol.  Office symbols are 
created or selected when you created your user profile.  Upon selection of your office 
symbol, you will see the “Create New ORL” button at the bottom of the screen.  Click 
this button to create your new ORL.  You will then see a pop-up window that prompts 
you to type in a short description of your ORL as shown in Figure 22.  This will be used 
to keep track of the ORL that you are submitting for approval to your records manager or 
administrator.   
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Figure 22.  RM Assist - Create New ORL 
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Note: You can only create one ORL per office symbol in a given year.  ORLs are 
active for one year and need to be re-approved each year.  This is by design to 
compute the records’ retention period and calculating record milestones 
(destruction, transfer, retire to NARA, etc.) during its lifecycle. 
 
After the one-year period, you will be notified that your ORL has expired.  You will 
have the ability to “re-new” your expired ORL and add or delete instructions to this 
version ORL.  Once you save or submit your ORL, it is available for use within the 
unit or organization. 
.1.3 Viewing Your ORL 
nce you have created your ORL, you can now select the ORL by clicking on the blue 

ink under the ORL name in the list.  Upon selection of an ORL, you have the ability to 
iew, update or print your ORL.   

o view an ORL, click the “View ORL” button at the bottom of the page.  A list of 
nstructions is displayed which has a similar “look and feel” to the results screens from 
RS-A as seen in Figure 23 below.   
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Figure 23.  RM Assist - View ORL 

This list displays all of the instructions that have been chosen for the ORL and also 
includes specific details that are relevant to each instruction.  Notice the “STAT” column 
in Figure 23.  This column displays whether the instruction in the ORL has been 
proposed (denoted by “P”) by an action officer or approved (denoted by “A”) by the 
records manager. 
 
You can also delete any proposed instructions that may have been inadvertently included 
in the ORL.  Approved instructions cannot be deleted from an ORL. 
 
If you click the blue hyperlink on the record category title of a particular instruction, a 
detailed view of the instruction is displayed.  This is the same instruction detail page 
described in RRS-A except the record set is coming from your proposed ORL 
instructions.  In this detail view, you have the option of going back to your ORL list or 
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you can scroll through the selected ORL instructions, by using the “Next” and “Previous” 
links that are on the top right and bottom right of the page.  If the new search link is 
clicked, you are taken to the RRS-A search.  This might be convenient if you need to 
research an instruction to add to your ORL. 
 
You also have the option of printing your instruction by clicking the blue “Print” links at 
the top of the page. 

5.1.4 Updating the ORL 
Periodically, it will be necessary to update your organization’s ORL to meet changing 
missions.  To update an ORL, click the ORL you wish to change and click the “Update 
ORL” button. 
 
The next screen takes you to a view of the instructions that are currently saved to your 
ORL shown in Figure 24.  An “Add Instructions to ORL” button is displayed for you to 
begin adding instructions to your ORL using a “shopping cart” approach while you 
search for new instructions. 
 

 
Figure 24.  RM Assist - Update ORL - View Current ORL 
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The next screen, as seen in Figure 25, takes you to the RRS-A search engine to begin 
searching for additional instructions.  You have the same options and functionality as the 
RRS-A module for assisting you in finding the desired instruction you wish to add to 
your ORL. 
 

 
Figure 25.  RM Assist - Update ORL - Search 

Figure 26 is an example of an RRS-A search for instructions containing the keywords 
“police” and “ammu”.  A checkbox is also included for each instruction.  Using the 
checkboxes, multiple selections can be added to your ORL.   
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Figure 26.  RM Assist - Update ORL - Search Results 

Simply check the desired instructions and click the “Add to ORL Cart” button to 
temporarily save the instructions into your shopping cart as depicted in Figure 27 below.  
This is very effective if you need to move a substantial amount of instructions to your 
specific ORL. 
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Figure 27.  RM Assist - ORL Cart 

As shown in Figure 28, the backgrounds for instructions added into the ORL Cart change 
to a green color.  If by chance you select an instruction that already exists in your ORL, 
its background appears as blue to alert you that the instruction does not need to be re-
selected. 
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Figure 28.  RM Assist - ORL Cart – Approve 

If none of results of your search match your needs, simply click “New Search” link and 
you will be taken back to the RRS-A search page. 
 
Sometimes you may need to review your ORL during the update session.  The “View 
ORL Data” button will launch a new browser window with a copy of your ORL without 
any instructions contained in your shopping cart. 
 
When you have finished updating your ORL, click the “Checkout Cart” button to review 
all the instructions you saved during your session.  A screen similar to Figure 29 appears 
for you to either: add to your ORL; delete from the shopping cart; view ORL; return to 
searching for instructions to be placed within ORL cart; or exit shopping cart and return 
to RM Assist. 
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To add the instructions from the shopping cart to your ORL, check the appropriate 
instructions in the checkbox and click the “Approve ORL” button.   
 
To delete instructions from the shopping cart, check the appropriate instructions in the 
checkbox and click the “Delete from ORL Cart” button.   
 

 
Figure 29.  RM Assist - ORL Cart – Checkout 

After the instructions have been added to the ORL, you can click the “View ORL List” to 
see your updated ORL.  In Figure 30, notice the added instructions in the ORL have the 
“P” or proposed designation in the STAT column. 
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Figure 30.  RM Assist - ORL Approve 

5.1.4.1 Approving RRS-A Instructions for ORL 
To approve instructions for an ORL, check the appropriate instructions in the checkbox 
and click the “Approve ORL” button.  Figure 31 shows an example of an approved ORL.  
Notice there are no checkboxes for approved instructions in this example and the 
background for each instruction is blue.  This is by design for instructions within an ORL 
for which barcode labels have been generated.  Once barcode labels are created and 
printed, the labels are permanently linked to the corresponding instructions in the ORL 
for record life-cycle purposes. 
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Figure 31.  RM Assist - Approve ORL 
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Reminder: The ability to approve ORLs for an organization is reserved for records 
managers and records administrators.  Action officers can only create new ORLs or 
propose changes to existing ORLs.  Approved ORLs are required to print barcode 
labels. 
.1.4.2 Deleting RRS-A Instructions from ORL 
o delete proposed instructions from the ORL, check the appropriate instructions in the 
heckbox and click the “Delete from ORL” button.   
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Figure 32.  RM Assist - Delete Proposed Instruction from ORL 

Figure 32 illustrates an example of an ORL with both proposed and approved 
instructions.  A records manager or administrator can select the checkboxes and click 
“Delete from ORL” button to permanently delete the proposed instruction from the ORL.   

5.1.5 Printing Your ORL 
Once you have developed your ORL and it has been approved for use within your 
organization, you can print out your ORL for quick reference.  You select your office 
symbol by clicking on the ORL you wish to print.  Once the ORL is selected, click the 
“Print ORL Button” to produce a printable copy of the ORL. 
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Figure 33.  RM Assist - Printing ORL 

Figure 33 shows an example of an ORL in a printable format.  Each instruction is 
explained in detail with the key information about the ORL creator, unit, ORL name, date 
created, etc. 

5.1.6 Printing Barcode Labels 
ARIMS gives users the capability to use barcode technology to track and index office 
records in hardcopy by leveraging a user’s individual and unit profile information and 
RRS-A’s records retention and handling using an organization’s ORL.  With this 
information, ARIMS can determine where records were created, when they were created 
(within a particular calendar year), what type of record is being submitted, when it was 
submitted, etc.   
 
Figure 34 provides an example sheet of labels to be used on dispositional folders.  Two 
labels are generated for each dispositional folder; the first is a unique barcode to track the 
folder through its life cycle and the second is the corresponding RRS-A instruction for 
the folder which is to help action officers identify which types of records are to be placed 
in the folder.  Both labels are to be placed on each dispositional folder in clear view.   
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Figure 34.  RM Assist - Print Barcode Labels 

The RIPS module, discussed below in Section 5.2, uses these barcodes to streamline the 
hardcopy indexing process. 
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Note: Barcode labels are formatted for Avery 5161 folder labels.  Make sure you
have the correct label in your printer before you begin printing! 
.2 Records Input Processing Sub-system - RIPS 
he Record Input Processing Sub-system (RIPS) is the main entry point for all folders 
eing tracked within The Army Records Information Management System (ARIMS). 
IPS processing includes four (4) main phases:  
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• THE PROCESS BATCH PHASE - where unit hardcopy records are received by 
Records Managers, and bar-coded expandable folders are scanned. A receipt is 
generated by ARIMS and returned to the unit as a record of the transaction.  

• THE ACTION OFFICER FOLDER PHASE - where the various action officer 
folders in the expandable folder/box are added to the system and the remainder of 
the expandable folder/box data is added to the record.  

• THE CREATE BOX PHASE - generates unique bar-coded labels for storage 
containers used in a designated record storage area.  

• THE FOLDER ASSIGNMENT PHASE - where the indexed expandable folders 
are placed in either containers with other folders of like disposition or in RHA 
boxes with folders of various types of dispositions. Several warehouse 
management tools are provided for container management like initial location, 
check in/out, transfer and relocate containers. 

 
Figure 35 shows the introductory page to the RIPS module. 
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Figure 35.  RIPS - Introduction 

5.2.1 Process Batch 
The RIPS sub-module has four child relationships: Process Batch, AO Folder, Create Box 
and Folder Assignment.  All hardcopy records received by records managers require a 
batch to be created for “chain of custody” purposes.  Batches are temporary lists of 
records that have been submitted to records managers and are required to supply a receipt 
to the unit or organization acknowledging this exchange.  RHA records managers and 
MACOM records administrators can only access this sub-module. 
 
By selecting the “Process Batch” button at the top of the RIPS screen, an introductory 
screen is displayed as shown in Figure 36. 
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Figure 36.  RIPS - Process Batch Introduction 

5.2.1.1 Create Batch 
In order for you to create a batch, you must click the “Create Batch” button at the bottom 
of the page. You will then be prompted with a pop-up window seen in Figure 37 that 
prompts you to type in a description of your batch.  The design of this module is very 
similar to the RM-Assist ORL module.   
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Figure 37.  RIPS - Process Batch - Create Batch 

Click “OK” button in pop-up screen and the new batch will be displayed in the screen.  
To select the batch that you wish to work, click on the batch name and the batch will be 
highlighted as displayed in Figure 38. 
 
Missing image 

Figure 38.  RIPS - Process Batch – Batch Job Selection 

You have five button choices at the bottom of this screen:  “Create Batch”, “Rename 
Batch”, “Process Batch”, “Close Batch”, and “Print Batch”.  Each, except for “Create 
Batch,” is contingent on selecting an individual batch to perform the desired operation.   

5.2.1.2 Rename Batch 
It may be necessary to rename a batch for an unexpected reason.  Select the ORL that you 
wish to rename and click the “Rename Batch” button.  A pop-up screen appears 
prompting you to type in the new name you wish to give to the batch as shown in Figure 
39.  When finished, click the “OK” button on the pop-up screen and the corrected name 
will appear in the list. 
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Figure 39.  RIPS - Process Batch - Rename Batch 

5.2.1.3 Process New or Existing Batch 
Once you have created a new batch or need to modify an existing batch, click the 
“Process Batch” button to begin processing records.  A data input screen is displayed as 
seen in Figure 40.   
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Figure 40.  RIPS - Process Batch – Initial Input 

Here you can scan the barcode labels on each dispositional folder that are relevant to your 
batch.  Scan your first barcode label and click the “GO” button.  The Record Category, 
Record Name, Record Number, Unit Identifier, and Unit Name textboxes will be 
completed with the appropriate information.   
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Note:  This is a good opportunity to check that the folders being scanned actually 
belong to the unit or organization that submitted the records.  The Unit name displayed
in this screen corresponds to the unit that printed the barcode labels.  The unit that 
submitted the folder should be the same unit that appears in the Unit name textbox.  If 
there is a discrepancy, you may want to investigate the cause to ensure that the records 
will be serviced properly. 
ext enter the information about the folder in the fields that are located at the bottom of 
he screen.  Click the “Save” button to save your input for the dispositional folder.  Keep 
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repeating this process of scanning dispositional folders until you have completed 
scanning the entire batch.  Next click the “Back to List” button to return to the Process 
Batch introductory page. 

5.2.1.4 Close Batch 
After you have completed processing a batch of dispositional folders, the batch is closed 
and no further folders can be added to a batch.  To close a batch file, select the batch file 
by clicking on the batch name and click the “Close Batch” button.  An alert screen, as 
shown in Figure 41, is displayed confirming that you want to close the batch.   

 

 
Figure 41.  RIPS - Close Batch Alert 

Click the “OK” button and the batch will change from “Open” to “Closed” in the list, as 
seen in Figure 42. 
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Figure 42.  RIPS - Process Batch - Closed Batch Example 

5.2.1.5 Print Batch 
Print Batch sub-module enables open and closed batch files to be printed for “chain of 
custody” purposes or as backup documentation for substantiating records transfers from 
units to records holding areas. 
 
To print a batch file list, click on the batch name and click the “Print Batch” button.  
ARIMS will generate a list of all records captured in the particular batch job and will 
identify key information about the organization that submitted the records contained in 
the batch.  Figure 43 shows an example of a sample batch job that was processed.  To 
print out the batch job, click the “Print This!” button at the top left corner of the page.  
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Figure 43.  RIPS - Process Batch - Print Batch 

To return to RIPS, simply click the “Return to RIPS Process Batch” button. 

5.2.2 Action Officer Folder 
This screen is to assign descriptive data about the individual folders submitted by the 
action officers for a particular record instruction.  It enables ARIMS to capture index 
information that is relevant for the action officer when he/she is looking for his/her 
hardcopy record in ARIMS.  For example, automotive maintenance records may be 
called “Jeep Maint” by one action officer, and “Auto Maint” by another.  Each would 
probably use those phrases to search ARIMS when looking for his/her records.   
 
To begin indexing action officer folders, click the “AO Folder” button at the top of the 
RIPS sub-module as seen in Figure 44.  First scan your label on the dispositional folder 
and then click the “GO” button.   
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Figure 44.  RIPS - AO Folder Introduction 

You will see Record Number, Record Name, Record Category, unit ID, and unit name 
associated with the particular AO folder and the dispositional folder from which it came 
as shown in Figure 45.  Next fill out the AO folder title and two keyword fields and click 
“Save”.  You can continue this process for the same dispositional folder barcode until all 
of your AO folder titles are saved.  After all of your folder titles are saved, click the 
“New Dispositional Folder” button to begin working on a new dispositional folder. 
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Figure 45.  RIPS - AO Folder - Indexing Example 

5.2.3 Creating Boxes in ARIMS 
For the purposes of this section, the term “box” is used to describe a container that holds 
records.  In most cases, records are stored in boxes in a facility.  Figure 46 displays how 
to create a box.  It is set up in a wizard format that takes you through the entire process of 
creating a box.  First you are asked to select the number of boxes and labels that you wish 
to create from a dropdown list as illustrated in Figure 46.  After you have selected an 
appropriate number of boxes, click the “Next” button to move to determine the type of 
container. 
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Figure 46.  RIPS - Create Box Wizard - Number of Containers 

You will now be prompted to select the type of container that you wish to create.  Figure 
47 shows the different types of containers that can be used for hardcopy storage in a 
records holding facility.  The container wizard allows you the option of going to the next 
portion of the container wizard or going back if you made a mistake and need to correct 
some information. 
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Figure 47.  RIPS - Create Box Wizard - Container Type 

Next you will be prompted to select the type of records that will be placed in the storage 
container as shown in Figure 48.  The default is an Accession Container, which is a 
container filled with dispositional folders of the same RRS-A instruction and created in 
the same calendar/fiscal year.  A Storage Container is a container that will hold records of 
mixed dispositional instructions.  The Storage Container is primarily used for records that 
generate small volumes from the field and do not fill up an entire container as an 
Accession Container.   
 
You will again see the next and previous buttons.  Click the next button to continue. 
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Figure 48.  RIPS - Create Box Wizard - Accession Box vs. Mixed 

The next portion of the wizard asks you to identify the Storage locations for where you 
intend to place the boxes within a records holding facility.  These locations are based on 
your specific RHA.  Select the designated location, as seen in Figure 49. 
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Figure 49.  RIPS - Create Box Wizard - Container Location 

If the desired location is not present in the dropdown list, the records manager has the 
capability to add new locations by clicking the “Insert New Location” button next to the 
dropdown list.  The records manager completes the location form, shown in Figure 50, 
with the mandatory information.  This location information is important to the record 
request sub-systems in the Master Index module of ARIMS. 

________________________________________________________________________
Daston Corporation 52 February 2002 



  ARIMS Version 1.0 
  Records Manager User Guide 
 
 

 
Figure 50.  RIPS - Create Box Wizard - New Location 

Click the “Next” button to move to the next part of the wizard. 
 
As seen in Figure 51, you are now prompted to provide shelf and row information and 
type in a brief description about the newly created box(es).  This is used for the box label 
generation at the end of the wizard.  Click the “Next” button to move to the portion of the 
wizard. 
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Figure 51.  RIPS - Create Box Wizard - Shelf/Row/Description Information 

You will now see the data that has been compiled about your specific boxes shown in 
Figure 52.  If all of the data is correct, click the “Create Box” button to generate barcode 
labels. 
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Figure 52.  RIPS - Create Box Wizard - Container Information Summary 
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Figure 53.  RIPS - Create Box - Print Barcodes 

 
You will now see the barcodes and descriptions that have been generated for your boxes.  
Figure 54 is a sample of box barcode labels that were generated by the Create Box 
Wizard.   
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Figure 54.  RIPS - Create Box Wizard - Container Barcode Labels – Print View 

This screen is very similar to the printing barcodes screen in the ORL module.  You will 
see your barcode on the left and on the right your box description.  Now click the “Print 
This!” button at the bottom of the page to print the barcodes onto paper labels. 
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Note: Barcode labels are formatted for Avery 5161 folder labels.  Make sure you
have the correct label in your printer before you begin printing! 
.2.4 Folder Assignment 
he next sub-system of RIPS is the Folder Assignment.  This sub-system gives records 
anagers the ability to Assign, Move, And Transfer and Check In folders within a 

ecords holding facility.   
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5.2.4.1 Initial Folder Assignment 
The first step is to start the Initial Folder Assignment in which dispositional folders are 
linked to the newly created boxes from the Create Box Wizard in Section 5.2.3.  Select 
the Initial Assignment button as seen in Figure 55.  You will then see the form appear 
below, asking you to scan your Box Barcode.  After your box barcode is scanned, click 
submit box. 
 

 
Figure 55.  RIPS - Folder Assignment - Initial Assignment 

Next you will be prompted for your folder barcode as shown in Figure 56.   
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Figure 56.  RIPS - Folder Assignment - Initial Assignment Example 

Scan your folder barcode as seen in Figure 57 and click next folder if you have more 
folders to scan.  Click the “Initial Done” button if that is the last folder that you have to 
scan to save the folder data. 
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Figure 57.  RIPS - Folder Assignment - Initial Assignment - Scan Folder Barcode 

5.2.4.2 Move Folders 
The Move folders scenario is designed to track the movement of folders between boxes 
within a records storage facility. For example, you would use the Move Folders sub-
system if you need to re-organize a records facility and are consolidating boxes.  The 
Move Folders uses exactly the same procedure as the Initial. 
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Figure 58.  RIPS - Folder Assignment - Move Folder 

Like in the Initial folder assignment, you need to supply the box barcode label ID as 
shown in Figure 58.  This tells ARIMS what box the dispositional folder is being placed 
into.  You are then prompted to enter the dispositional folder barcode label ID.  By 
clicking “Next Folder” as seen in Figure 59, the dispositional folder is now associated 
with the new box. 
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Figure 59.  RIPS - Folder Assignment - Move Folder Example 

When completed moving dispositional folders into new boxes or containers, click the 
“Move Done” button to finish the task. 

5.2.4.3 Check-In Folders 
The Check-In Folders sub-system gives records managers the ability to replace records 
that have been pulled from the initial box for a records request and are being returned to 
the original box. 
 
Figure 60 below shows the case for Checking In folders.  Here you only need to scan 
your dispositional folder barcode label ID and click the “check in done” button to save. 
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Figure 60.  RIPS - Folder Assignment - Check-In Folders 

5.2.4.4 Transferring Folders 
For transferring folders, Figure 61 gives you an example of the difference between the 
move and initial cases.  Here you scan your folder ID and then type in the Numbers 
reflecting your locations. To transfer folders from one location to the next, click the 
“Transfer” done button to save your transfer. 
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Figure 61.  RIPS - Folder Assignment - Transfer Folders 

5.3 Master Index 
The Master Index makes access to RHA records easier by supporting the following 
capabilities: 

• SEARCH CAPABILITIES provides authorized users the ability to search for 
records using a query by example (QBE) and provide a list of records that may be 
used for generating transmittal forms.  

• ONLINE STANDARD REPORTS provides qualified users with the ability to 
create online reports such as Office Record List, Record Location Reports, 
Container and RHA Box Inventory List that may also be printed if desired.  

• RECORD DESTRUCTION NOTIFICATION provides both the RHA Record 
Manager and the Record Owner, information as to what records are scheduled for 
destruction and when the destruction is scheduled, as well as reports of records 
that have been destroyed.  
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In all cases, unless determined otherwise, all the reports and lists available through the 
RRS sub-system will be limited to Ownership and Responsibility Qualification. This 
means that unless you are the owner of record (unit) or responsible for the record 
(Unit/RHA), the record will not be available for reporting. 
 

5.3.1 Electronic Records Search 
Army Electronic Archive (AEA) sub-system will store electronic records submitted to 
ARIMS.  It contains a comprehensive set of tools to search structured and unstructured 
index data in order to retrieve online records. This Electronic Records Search sub-system 
supports the full text search capability of electronic records submitted to AEA. 
 
The user begins by entering the keyword or phrase he/she wishes to use to search for 
electronic records within the AEA.  To help minimize searching time, the user can select 
the MACOM, RHA, and Unit in which the search will execute.  Once you have entered 
your criteria, you can click the “GO” button to submit your search.  Figure 62 shows a 
sample query for the keyword “arims” against the full-text index generated for the 
electronic file submitted to AEA. 
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Figure 62.  Master Index - Electronic Records Search Example 

 

5.3.1.1 Electronic Records Search Results 
 
When ARIMS completes processing the query, a result set is returned to the user as 
shown in Figure 63.  If the user has permission to view a record within the result set, a 
“View” hyperlink will appear on the screen.   

________________________________________________________________________
Daston Corporation 66 February 2002 



  ARIMS Version 1.0 
  Records Manager User Guide 
 
 

 
Figure 63.  Master Index - Electronic Records Search - Results 

Clicking the “View” hyperlink will take the user to the document and open it for viewing 
as illustrated in Figure 64.   
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Figure 64.  Master Index - Electronic Record Search – View Record Example 

If the user does not have security permission to view a record, a check box will appear for 
the user to request access to the record or receive a copy of the electronic file.  A 
permission request screen will appear listing the documents that were selected for the 
request.  The user inputs the type of request, priority, expiration date, and a short 
description of the nature of the request.  The request is submitted to the records 
manager/record authority for processing by clicking the “Request E-mail” button. 

5.3.1.2 AEA Folder Tree View 
On the introductory page for the Electronic Records Search, a hyperlink titled “AEA 
Folder Tree” is available to the user.  The AEA Folder Tree gives the user a view of all 
electronic records based on his/her security credentials.  For example, an action officer 
can view all records submitted by his/her unit.  A records manager can view all records in 
the AEA that are serviced by his/her RHA.  A records administrator can view all records 
being serviced at the MACOM level. 
 
Figure 65 illustrates a records administrator’s access to electronic records for the units 
serviced.  The left pane provides a “Windows explorer”-like tree view experience listing 
all the units available for access.  The right pane shows all records serviced by the 
particular records manager. 
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Figure 65.  Master Index - AEA Folder Tree - Example 

Figure 66 shows the changes to the results when selecting a particular unit for viewing 
records.  Notice the results in the right pane were refined to two records when the 
“Springfield” unit was selected in this example.   

________________________________________________________________________
Daston Corporation 69 February 2002 



  ARIMS Version 1.0 
  Records Manager User Guide 
 
 

 
Figure 66.  Master Index - Electronic Records Search - Example 2 

5.3.2 Hardcopy Records Search 
This sub-system of the Master Index allows users to query the index information captured 
for hardcopy records at the AO folder level as opposed to the document level searching 
within Electronic Records Search of AEA.  ARIMS users can perform keyword searches 
on hardcopy records based on subject, ORL creator, date created, etc. 

5.3.2.1 Search for Hardcopy Records  
When you want to search for hardcopy records, click the “Hardcopy Record Search” 
button.  To perform a hardcopy record search, type in your search string, select which 
criteria you wish to search, and click “GO”.  In the example in Figure 67, a search for all 
folders containing the keyword “test” is executed.  Keyword searches can be submitted 
based on subject, record location, record creation date, author or originator, or file 
number. 
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Figure 67.  Master Index - Hardcopy Record Search Page 

Figure 68 depicts the records matching the keyword used in the search.  Information 
about the dispositional folder that contains action officer’s folders is displayed to the 
user. 
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Figure 68.  Master Index - Hardcopy Record Search - Results 

Now you have the option of requesting these records that were retrieved or search again 
for more records. 

5.3.3 Generating Request 
Each record found in the search will contain a checkbox for you to check if you would 
like to request the particular dispositional folder as illustrated in Figure 69.  If you click 
the “Check All” link located at in the top of the list, every check box is checked for all of 
the records.  Next click the “Submit Request” button to submit the request(s) for the 
checked records. 
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Figure 69.  Master Index - Hardcopy Record Search - Select Folder for Request 

Now you will be taken to the folders confirmation page seen in Figure 70, which asks 
you for the type of record request.  Please select the type of request in the first select box. 
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Figure 70.  Master Index - Hardcopy Records Search - Request Folders Form 

In the next box select the request priority.  Enter the expiration date, which is the last date 
that you will need the folder, in the Expiration Date box.  Finally, enter a short 
description of your request. 
 
The request will be submitted to the Records Manager of the Army unit that created the 
record for processing. 

5.3.4 Reporting System 
ARIMS version 1.0 contains four types of reports that are used for informational 
purposes; a user list based on unit, a unit list based on RHA, location reports of files 
based on location of the file and a Request Pick List.  Figure 71 depicts the introduction 
page to the Reporting System. 
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Figure 71.  Master Index - Reporting System – Introduction 

5.3.5 ARIMS User List by Unit Report 
Figure 72 shows an example of a User List by Unit report for a particular unit.  This 
report displays a list of all the ARIMS users that are located within the unit.  You can 
move between pages with the next and previous button located on the top right and 
bottom right of the screen.  You can also print the page or print the entire report by 
clicking the <<PRINT REPORT>> and <<PRINT PAGE>> links at the top left of the 
page. 
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Figure 72.  Master Index - Reports System – ARIMS User by Unit Report 

5.3.6 ARIMS Unit List by RHA Report 
The Unit List by RHA report displays a list of all the units that are located within a 
particular RHA.  Figure 73 shows an example of this report for a particular RHA.  You 
can move between pages with the next and previous button located on the top right and 
bottom right of the screen.  You can also print the page or print the entire report by 
clicking the <<PRINT REPORT>> and <<PRINT PAGE>> links at the top left of the 
page. 
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Figure 73.  Master Index - Report System - Unit by RHA Report 

5.3.6.1 Record Numbers by RHA Report 
The Record Numbers by RHA report displays a list of all the RRS-A record names and 
descriptions for a particular RHA location. 
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Figure 74.  Master Index - Report System - Record Number by RHA Introduction 

Figure 74 shows an example of all the record instructions being maintained by a 
particular RHA at the box level.  You can move between pages with the next and 
previous buttons located on the top right and bottom right of the screen.  You can also 
print the page or print the entire report by clicking the <<PRINT REPORT>> and 
<<PRINT PAGE>> links at the top left of the page. 
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Figure 75.  Master Index - Report System - Record Number by RHA Report - Results 

Figure 75 shows an example of all the action officer folders within a given box.  You can 
move between pages with the next and previous buttons located on the top right and 
bottom right of the screen.  You also have the ability to see a list of all action officer 
folders within a particular box by clicking on the hyperlinked number in the “Box” 
column.  Figure 76 shows an example of action officer folders contained in a particular 
box. 
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Figure 76.  Master Index - Report System - Record Number by RHA Report – Box Contents 

If you choose to print any of the reports, you will be taken to a print safe screen, which 
looks like Figure 77.  Just click the “Print This!” link to print the entire report. 
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Figure 77.  Master Index - Report System - Record Number by RHA Report - Printed Version 

5.3.6.2 Request Pick List 
The Request Pick List Report allows records managers and administrators to view 
requests for hardcopy records being serviced by the RHA.  Figure 78 illustrates how you 
can filter the request queue by the type and priority of requests that have been submitted 
to the RHA servicing the record. 
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Figure 78.  Master Index - Report System - Request Pick List Report 

Select the status you wish to filter by and click the “Filter” button.  To process proposed 
requests pending a decision, simply select the appropriate action for each request; 
Approved, Denied, Waiting.  After selecting an action for each request, click the “Process 
Request” button to apply the decision.  The request list will be re-displayed with your 
decision applied. 

5.3.7 Create Standard Form 135 
For hardcopy requests that have been approved by a records manager or administrator, 
ARIMS can generate a Standard Form 135 for transferring the original records to the 
requestor.  Figure 79 shows the introductory screen when clicking the “Create SF135” 
button at the top of the page. 
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Figure 79.  Master Index - Create SF 153 – Introduction 

A dropdown box contains all approved requests that have not been transferred from the 
RHA as shown in Figure 80. 
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Figure 80.  Master Index - Create SF 153 - Select Request 

After selecting the request, enter the date when the records need to be returned and click 
the “Process” button.  ARIMS will generate a populated SF 135 listing all the records to 
be included in the transfer as seen in Figure 81 below.  You can use the browser’s Print 
functionality to print a hardcopy of the SF 135 to be included with the records. 
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Figure 81.  Master Index - Create SF 135 - Process Request & Generate SF 135 Form 

5.4 System Administration 
 
The System Administration (Sys Admin) allows ARIMS users to update specific data that 
is relevant to them. 

• RHA Maintenance – Allows RHAs the ability to change specific data about their 
RHA, such as contact information, address, phone numbers etc. 

• Unit Maintenance - Allows Unit users the ability to update information about their 
specific unit, such as contact information, address, phone numbers etc. 

• User Maintenance – Allows all users the ability to update information about their 
specific user profile, such as contact information, address, phone numbers etc. 

• System Administration – Allows the system administrator the ability update user 
accounts, activate and deactivate user accounts, check for new users and update 
Reference Tables around the site. 

 
Figure 82 shows the introduction to the system administration module for ARIMS. 
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Figure 82.  System Administration - Introduction 

5.4.1 RHA Maintenance 
Figure 83 shows the example for an RHA user who wishes to change his RHA contact 
information.  You must first select an RHA in the RHA select box; this populates the 
form seen below.  You can change specific information that is relevant to your specific 
RHA.  To save any changes made to the RHA profile, click the “Update RHA” button 
and the changes can be seen in the form. 
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Figure 83.  System Administration - RHA Maintenance 

5.4.2 Unit Maintenance 
Figure 84 displays the update form for the unit’s profile.  Here the unit user can provide 
specific information that is relevant to his/her unit, such as address, POC, e-mail etc.  
You click the “Update Unit” button to save the updated information. 
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Figure 84.  System Administration - Unit Maintenance 

5.4.3 User Maintenance 
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This form, as seen in Figure 85, allows a user to update his or her profile information; 
address, email, state, etc.  By clicking the “Update User Profile” button, you can save 
your point of contact information to the system. 
 

 
Figure 85.  System Administration - User Maintenance 

 

 

 
 
 
 
 

_
D

Note: It is important to keep your e-mail address current in ARIMS.  Your e-mail
address is used for a variety of activities such as record transfer/destruction
notifications, dispositional changes to your records, profile changes, ARIMS
enhancements, etc.  IF YOUR E-MAIL ADDRESS CHANGES, CHANGE YOUR
E-MAIL ADDRESS FOR YOUR USER ACCOUNT ASAP.  This will ensure that
your records are being serviced properly and accurately. 
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5.4.4 Administration Maintenance 
 
Only the system administrator (SA) has privileges to this part of the system.  Here the SA 
can change users’ accounts security roles, update user accounts, and change reference 
table data in ARIMS. 

5.5 Electronic Capture and Storage Applet 
Army Electronic Archives provides secure storage for important long-term and 
permanent records. Because of the extensive use of e-mail systems within the Army, 
electronic records can be transmitted to the Army Electronic Archives using the Army’s 
E-mail Capture and Store (ECS) application.  ECS works with Microsoft Outlook to 
allow the easy transfer of records as attachments to an ordinary e-mail.  To begin, click 
on the link to begin downloading ECS Version 1.1   

5.5.1 Installation 
Stop your current Outlook session, and double-click on the icon to start the installation 
process. As the installation progresses, accept the defaults and continue to select “next” 
until installation is complete. Restart Outlook.   

5.5.2 Post Installation 
After installation, when you click on "Send," ECS presents a message box that prompts 
you to “Send a copy of your e-mail (and attachments) to Records Storage.”  By default, 
the "No" button is active and clicking on "No" allows your e-mail to be sent without 
sending a copy to the Army Electronic Archives.  However, selection of the "Yes" button 
results in a copy of the e-mail and any attachments being sent to the Army Electronic 
Archives.  Based on the information you provide in your New User request, ARIMS 
identifies you as the sender and routes your e-mail and attachments to the Army 
Electronic Archives for storage, indexing and secure storage.   

5.5.3 Comments Questions 
If you encounter problems or you need assistance installing ECS, contact your 
Network/Systems Administrator for help. If for any reason you or your Network/Systems 
Administrator needs help with installation or use of ECS, please send an e-mail to 
techsupport@arims.army.mil.  Most questions and problems are addressed within 24 
hours.   
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